BAN MO TA CONG VIEC GIAO VIEN CHU NHIEM
(Ban hanh theo Quyét dinh s6 21 /OP-TTCN ngay 15 thdng 3 nam 2010
cua Hiéu truong Truong TCN khu vuc Long Thanh-Nhon Trach)

Giao vién cha nhiém (GVCN) la giao vién chiu trach nhi¢m chinh va toan dién trong

viéc t6 chtrc hd tro hoc sinh-sinh vién (HSSV), theo dbi, xir Iy cac hoat dong cua hoc sinh,
sinh vién trong qué trinh hoc tap va ren luyén dao dac tai Nha truong. GVCN c06 céac cong
viéc sau day:
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I/ CONG TAC NHAP HOC:
Sinh hoat 16p, théng bao ké hoach hoc tap, thoi khéa biéu, théng bao qui ché hoc vy, noi
qui, bau can b 16p.
Tién hanh 1am thé sinh vién/hoc sinh (chuan bi anh HSSV, danh séach . . .).
Phéi hop, to chirc trao thé sinh vién/hoc sinh.

11/ QUAN LY HO SO:
Luu gitt danh sach, ly lich trich ngang, dia chi lién lac cia HSSV.
Luu giir, quan ly bang diém timg hoc ky ctia HSSV.
Ghi va don ddc gido vién khac Ghi sé 1én 16p va hoc ba (khi két thlic mdn/mé dun, hoc
ky, nam hoc, khoa hoc).

111/ THEQO DOI QUA TRINHHOQC TAP:
Ghi s6 chi nhiém, s6 lién lac sau khi sinh hoat 16p dinh ky 01 lan/tuan.
Ghi nhan tinh hinh giang day, hoc tap cua I6p dé béo céo lanh dao Khoa, Bo phan, BGH
dinh ky vao ngay 01 hang thang (phuc vu hop Chi bo, giao ban) hoic dot xuat khi c6 van
dé can giai quyét (Phdi hgp Phong QLHSSV).
Theo dbi ké hoach dao tao, tién do, chuong trinh hoc tap cua l6p.
Theo dbi va cuing théng bao lich hoc, lich thi két thiic hoc phan cho HSSV.
Pon ddc, nhic nhé HSSV thyc hién noi quy, dong hoc phi dang qui dinh.
Phéi hgp Phong Quan Iy HSSV xir Iy Kip thoi hodc mai gap gia dinh doi véi HSSV vi
pham noi qui, ky luat, thuong xuyén di tré, clp tiét, hodc nghi hoc khong ly do.
Ghi Phiéu danh gia két qua va tham gia xép loai két qua hoc tap, rén luyén cia HSSV.
T6 chic thiam héi HSSV ¢6 hoan canh dic biét, HSSV ém dau, tai nan.
Tham gia c4c cudc hop cia Hoi dong khen thuang Ky luat khi c6 lién quan dén HSSV 1op
minh chu nhiém.

1V/ CHUAN BI CHO KET THUC KHOA HOC: ‘ ’
Thong bao danh sach HSSV (no hoc phi, ng mdn hoc . . .) khéng du dicu kién du thi tot
nghiép.
Phoi hop Phong Dao tao/Bo Phan LKTS gidi quyét cac tha tuc cho HSSV di thyc tap xi
nghi¢p, lam d6 an, thi tot nghiép. .. .
beé xuat cac hoat dong ngoai khoa, tu van nghe nghiép, viéc lam cho HSSV.

Trén day la Ban mo ta cong viéc cua GVCN, cac nhiém vu khdng néu tai van ban nay

duoc thuc hién theo cac quy dinh hién hanh caa Nha nudc. Dé nghi GVCN cac lop thuc
hién, néu c6 khé khan, vuéng mac GVCN bao cao Bo phan quan ly truc ti€p, hoac Phong
Quan ly HSSV, Phong DPao tao va xin y kién BGH d¢ giai quyet./.
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